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Introduction 

 
Open enrollment can be done online! Beginning October 1, you will be able to make 
changes to your plans, enroll in the Flexible Spending Account programs, add or change 
life, disability and accident coverages for you and your family, and add dependents and 
beneficiaries.  
 
All information will be accessed from Personnel’s Self Service portal on the City’s 
InWeb http://selfservice/. This tutorial will take you through the step-by-step process of 
adding or dropping dependents and/or beneficiaries. 
 
 
 
 

Accessing the benefits panels 
 
 
 

 
 
Navigate to the City’s InWeb page and click on Self Service and Time Entry in the 
menu at the left under Employee. 
 
 
 
 
 

http://selfservice/
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This will take you to the Personnel Self Service page. 
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Log in to Employee Self Service (ESS). Type in your employee ID number and PIN. If 
you don’t have one or have forgotten your PIN, call the Help Desk at 6-1212 to have it 
reset. 
 
 
 

 
 
You will see a menu at the left. You will be accessing information found under the Open 
Enrollment heading. 
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The first heading under Open Enrollment is the Open Enrollment Agreement page. 
Click to open this page first and read the information in the agreement.  
 
 
 

 
 
You must click the I Agree button at the bottom of this page in order to continue with 
open enrollment. If you do not click the I Agree button, you cannot access any other 
open enrollment pages. 
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Once you have accepted the Open Enrollment Agreement page, you may select any 
menu item under the Open Enrollment heading. Most pages use drop-down menus and 
are self-explanatory. 
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Changing your medical benefit plan 
 
 
 
Most benefit pages are self-explanatory and follow a similar process for making 
changes. The following example shows how to change medical benefits, which is similar 
to changing dental and vision benefits. 
 
 
 

 
 
In the main menu at the left, click on Medical Plans. 
 
 
 

 
 
This will take you to the Medical Plans page. 
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Select an action by clicking the drop down arrow for Step 1. 
 
 
 

 
 
Select Change Current Coverage from the drop down list. 
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Select a medical plan by clicking the magnifying glass icon for Step 2. 
 
 
 

 
 
A new screen with available benefit plans will appear. Select a benefit plan and click the 
OK button. 
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Save your changes by clicking the Save button. 
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Adding a dependent 
 
 
 

 
 
In the main menu at the left, click on Confirm Dependents. 
 
 
 

 
 
This will take you to the Summary of 2010 Dependents Coverage page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary. 
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This will take you to the Set Up Your Dependents & Beneficiaries page. Click the 
button at the bottom titled Add Dependent/Beneficiary. 
 
 
 

 
 
Fill in all information as requested. The drop down menus are located in boxes with an 
arrow. Save your changes by clicking the Save button. 
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Deleting a dependent and/or beneficiary 
 
 
 

 
 
Dependents/beneficiaries cannot be deleted from the system. You can unenroll them 
and remove them as designated beneficiaries, but they should remain on your list of 
dependents and/or beneficiaries. Unenrolling dependents and beneficiaries are covered 
later in the tutorial. 
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Enrolling a dependent in benefits 
 
 
 

 
 
In the main menu at the left, click on Confirm Dependents.  
 
 
 

 
 
This will take you to the Summary of 2010 Dependents Coverage page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary.  
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This will take you to the Set Up Your Dependents & Beneficiaries page. Click the 
button at the bottom titled Enroll/Unenroll Dependent.  
 
 
 

 
 
A list of your dependents will appear. Click the box to make a Y appear for each 
coverage in which you want to enroll the dependent, i.e. medical, dental and vision. 
Repeat for each dependent until all are enrolled.   
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Save your changes by clicking the Save button. 
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Unenrolling a dependent from benefits 
 
 
 

 
 
In the main menu at the left, click on Confirm Dependents. 
 
 
 

 
 
This will take you to the Summary of 2010 Dependents Coverage page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary. 
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This will take you to the Set Up Your Dependents & Beneficiaries page. Click the 
button at the bottom titled Enroll/Unenroll Dependent. 
 
 
 

 
 
A list of your dependents will appear. Click the box to make an N appear for each 
coverage in which you want to unenroll the dependent, i.e. medical, dental and vision. 
Repeat for each dependent until all are unenrolled.   
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Save your changes by clicking the Save button. 
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Adding a beneficiary 
 
 
 

 
 
In the main menu at the left, click Confirm Beneficiaries. 
 
 
 

 
 
This will take you to the Summary of Your Beneficiary Designations page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary.  
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This will take you to the Set Up Your Dependents & Beneficiaries page. Click the 
button at the bottom titled Add Dependent/Beneficiary.  
 
 
 

 
 
Fill in all information as requested. The drop down menus are located in boxes with an 
arrow. 
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Save your changes by clicking the Save button. 
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Designating a beneficiary 
 
 
 

 
 
In the main menu at the left, click on Confirm Beneficiaries.  
 
 
 

 
 
This will take you to the Summary of Your Beneficiary Designations page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary. 
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This will take you to the Set Up Your Dependents & Beneficiaries page. Click the 
button at the bottom of the page titled Designate/Remove Beneficiary. 
 
 

 
 
This will take you to the Designate Beneficiaries For Life And AD&D Insurance Plans 
page. To designate a beneficiary, click the Edit button in that individual’s row. 
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Clicking this button will take you to another screen with that beneficiary’s name. Select 
whether the individual is to be Primary or Contingent. A Contingent beneficiary will 
receive the money if the Primary beneficiary is deceased. 
 
 
 

 
 
Indicate the percentage of the money the beneficiary should receive by typing the 
number in the box. Save your changes by clicking the Save button. 
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If the beneficiary is to receive less than 100%, be sure to add another beneficiary who 
receives the remaining amount. The total must equal 100%. Do this by clicking the Back 
button to return to the previous page. 
 
 
 

 
 
Then click the Edit box for another beneficiary.  
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Add the individual as another primary beneficiary with the remaining percentage amount. 
 
 
 

 
 
Save your changes by clicking the Save button.   
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Confirming Your Elections 
 
 

 
 
 
After you have completed your beneficiary changes, you will need to confirm your 
elections. If you do not confirm your elections, the changes will not be valid. 
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Removing a beneficiary 
 
 

 
 
In the main menu at the left, click on Confirm Beneficiaries. 
 
 
 

 
 
This will take you to the Summary of Your Beneficiary Designations page. Click the 
button at the bottom titled Enroll/Remove Dependent/Beneficiary.  
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This will take you the Set Up Your Dependents & Beneficiaries page. Click the button 
at the bottom of the page titled Designate/Remove Beneficiary. 
 
 
 

 
 
This will take you to the Designate Beneficiaries For Life And AD&D Insurance Plans 
page. To remove a beneficiary, click the Edit button in that individual’s row.  
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Clicking this button will take you to another screen with that beneficiary’s name. Click the 
drop down arrow to select None. 
 
 
 

 
 
Remove any percentage amount by clicking in the box and entering “0”. Save your 
changes by clicking the Save button. 
 
If the individual was receiving a percentage less than 100%, you will need to designate a 
new beneficiary to receive that percentage. Review the instructions for the Designating 
a Beneficiary section of this tutorial if necessary. Please remember to confirm your 
beneficiary elections. 
 


